The Department Contacts Selection page will open. You will only have access to the
Divisions for which you are the Division Role Member.
5. Select the Division for which you want to update the Department email contacts.
II. Select the contact list to be modified
Click on the tab that contains the contact list that needs to be edited.
III. Manage Department Contacts
1. To add an employee or email address: a. Select the "+" icon. A new row will be created. b. Enter the Department or Node for which the employee should receive email notifications. This gives you a great deal of flexibility in assigning the breadth of emails a given individual will receive. c. If you are selecting an employee and wish to send the email to their email address on file with the University, using the PeopleSoft lookup icon to locate the correct person. d. If you wish to send the email to a generic email address, simply type the email address for that Department (UDDS Begins with) in the "Or Email Box" rather than entering a specific individual. e. Click Save 2. Delete Department Contacts: a. To delete an employee or email address as a department contact, select the "-" icon next to the row you wish to delete. b. Click save.
